APPLICATION FOR RECORDS RETENTION SCHEDULE B ICE O THE SR T AR O ST oAy
' RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: .See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to:
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. -

~_FOR AGENCY USE 1. Agency Address - ' FOR RECOADS MANAGEMENT USE
Apphizaiion Datz BExecutive Department ' o Application Number
| Executive Staff Division ' 77__ lq Cb

Appiication Numbsr State Capitol ’ Date Recaived Date Completed

Atlanta, Ga. 30334 _ o SEP 22 1977 ,CCT 4 1977
2. Person to Contact ' Working Title h Telephone Numbaer N
Tom Daniel - Administrative Aide ' 656-1784
3. Action Requested | o , -
a. B Estapush Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated.
c. & Amend Appiication No, _._3_"_8_?_._____ Check One: ¥X Change; O Supercede: D Void
4. Dates of Series 5. Records Series Title {followed by title used in office, if different) : ' -
Earliest Latest
’_ To Date Executive Appointees Log Files )

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

N . : . R _ B - -
L - - -

%

The Executive Staff Division, headed by the Executive Secretary, is réépon— -
sible for providing a broad variety of staff services. The Division
schedules the Governor's appointments; answers his correspondence; provides
g?neral, fiscal and office services. The Division also provides iiaison

with the State Legislature, agency heads and the public as well as ocdasiona-
ly representing the Governor at functions which he is unable to attend.

1The Division maintains a research section which executes special projects.

-

—_ - =

(3

7. Re-m—rc_l_s-e.fie;Desaiptibn This file contains the following documents finclude form numbers and tfdes, if any):
Attach samplies of the file.

Documents relating to:  ¥ecording executive appointees.

Included are: notebooks containing name of appointees, their terms of office,
qualifications, predecessors, etc. '

File is arranged: alpl'x‘abéticallly by name of board,' comxﬁission, ~council, etc,

L
.

1 9. Annual Rate of Accumulation of Records

8. Mo?f__thly Reference Rate . How often are records referred to which are:

One to six monthsold _—____; Seven to twelve months old i ; Thirteen to twenty-four months oid
_tweity-fivé monthsand older 7 - .

Letter-size drawars .3} Legalsizedrawers . ;Shelves - e ; Other [specify} —

AR—E0_71; Rev. 76 ' {Over)

[ .




YES | NO | 10. ”d.les-tit;nnain {Place an "X’ in the proper column)

a. Is this the official copy of the series?
X __If not, where is it?
- b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
X c. Is this a vital record?
X _d. Does this series have historical or long term research value?
e. When one or two documents in the file make i necessary to keep the entire file for a long period, could these
X documents be scheduled ssparatelv?
p. 4 f. s the information contained in this series ever published? 1f ves. attach copy.
g.-1s the information contained in this series ever analyzed and/or recorded in a summarized report?
X ] If ves, attach copy,
h. Is there a duplication of this series in your office, or in another office or agency?
X i ves, where?
X 1 _i._Is this series for a major gortion of it) reqularly microfilmed?
X i._Does the record series result_in a computer printout?
11. Retention Requiremeants The following requires the series to be kept:
a. State Law years. d. Audit pericd years.
b, Statute of limitation i years. ~e. Administrative need - years.
c. Federal law - _ears. f. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrafive need.

Aréhives has determined this series has historical value,

12. Aporoved Dispasition Instructions This agency recommends that the file series be cut off at the end of each:
3 Calendar Year; (1 Fiscal vear; (0 Other _ SEE BELOW then,

O Hold in the current filesarea ________month(s) . _____ vear{s); then
O Transfer to local holding area, hald ______year(s}; then

O Transfer to State Recards Center:hold . year(s); then

O Destroy.

O Transfer to State Archives for permanant retention.

XX Qther (Specify)

Cut off files at end of term of Governor; hold in current files area 1 year;
then retire to State Archives for permanent retention.

I

These instructions apply to all prior and future accumulations of the series.

Agency Hzad/Designee (S{gﬂa_turel _ Date RecByds Management Officer  /Signature)

_ ; ge! : Date
‘ 1@(!7) ‘?[2!/71

te Records Commifttee {Signature) Date
Recommendations in para-

graph 12 are approved., State Augditor/Designee A;—-""( 7’)..1. 77

{If disapproved, attach letter -
Ne d 9-27-79

of explanation.) Secre tate/Designee
/0225

Attorney Gerieral/Designee

AR=-50—71; Rev, 76 (Raverse Sk'le)




